FESHM Process

New Chapter or Revision completed by responsible person

Responsible person emails ESH_Admin
With Draft chapter and an explanation of changes

No
Changes are usually typos or
formatting issues

Chapter posted no notice
given.

Are changes significant?

Yes

Post for labwide review (typically two weeks)
Tool Used: ES&H Manuals —Draft Reviews
Documents placed in \\www-esh\WWW _Fermi
ES&H Manual Status http://www-esh.fnal.gov/pls/default/esh manuals.html
(Status changed to “Under Revision”)

Notification email sent to ESH DRAFT REVIEWS@fnal.gov (manually)
Comments are collected http://www-esh.fnal.gov/pls/default/esh drafts.html

After the review period the responsible person addresses all comments & updates the chapter

Proposed Improvement - 30 days after posted
cut off date responsible person is sent a reminder
to update ESH Admin & H&S Head with current
explanation of changes to ESH_ADMIN and P ! . WIth cu

' H&S Head status of the chapter. Reminders sent every two
cc % ca weeks until chapter status is changed in ES&H

Responsible person sends email with final
revised chapter and an up to date

l Manual Status

ES&H Admin generate a cover letter for ES&H Director to COO noting reason the chapter was revised
Bottom of letter is COO recommend the Director to approve the chapter.
ES&H Manual Status is changed to “Sent for Approval”

\

Approved chapter is sent back to ES&H Admin
Final Chapter is posted
Status is changed to “Approved”
Email notification sent out to ESH _FESHM@fnal.gov along with the explanation
for revision.




